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7 FAM 1360 
OVERSEAS PASSPORT ISSUANCE PROGRAM 

(CT: CON- 53 5; 09-29-2014) 
(Office of Origin: CA/OCS/L) 

7 FAM 1361 SUMMARY 

(CT: CON -53 5; 09-29-2014) 

a. The Department of State issues the same secure, photo-digitized, full-validity 
and limited-validity, non-emergency passports to U.S. citizens and U.S. non- 
citizen nationals whether they apply abroad or in the United States: 

(1) At U.S. embassies and consulates abroad only consular officers and 
employees designated as consular officers by the Bureau of Consular 
Affairs (CA) have the authority to adjudicate a claim to U.S. citizenship and 
authorize the issuance of U.S. passports (books and cards) under the 
Overseas Passport Issuance Program described in this subchapter; 

(2) Consular associates and eligible family members (EFMs) do not have the 
authority to adjudicate a claim to U.S. citizenship or authorize the issuance 
of U.S. passports; and 

(3) Locally Employed Staff (LE staff) and Foreign Service National employees 
(FSNs) do not have authority to adjudicate citizenship claims or passport 
applications. 

b. This subchapter addresses: 

(1) Overseas Photo-digitized Passport Issuance Program (OPDP): 

(a) Procedures consular sections in U.S. embassies and consulates must 
follow in coordinating with their designated domestic passport 
agency/center partners regarding the overseas issuance of passports 
to U.S. citizens/nationals; and 

(b) Guidance to domestic passport agencies and centers regarding 
issuance of passports based on applications submitted abroad and 
adjudicated by consular officers at their partner posts. 

(2) Emergency Photo-digitized Passport Issuance Program (EPDP): Guidance 
on issuance of limited-validity passports by consular officers at posts 
abroad for emergency travel. Consular sections may not issue full-validity 
EPDP passports under any circumstances; 

(3) Overseas Issuance and Limited Post Operations: Guidance on procedures 
to follow in rare circumstances when it may not be possible for posts to 
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transmit passport applications through the OPDP process or produce 
passports locally through the EPDP process; 

(4) Accepting passport applications from applicants; 

(5) Releasing issued passports to applicants; 

(6) Requirements and authorization to use host country mail or courier service 
for receipt and return of passports to applicants. (See 7 FAM 1362); and 

(7) Replacing an emergency passport issued overseas with a full-validity 
passport. 

c. Internal Controls: 

(1) U.S. Embassies and Consulates Abroad: The subject of internal controls to 
be followed by consular officers at posts abroad is addressed in 7 FAH-1 
Consular Management Handbook Chapter H-600 Management Controls; 
and 

(2) Domestic Passport Agencies and Centers: The subject of internal controls 
to be followed by domestic passport agencies and centers is addressed by 
the current Internal Controls Guide for Employees (ICG), available on the 
Passport Services' Internal Controls Intranet page. (The ICG guidance will 
be incorporated in 7 FAH-2, which is under development.) 

d. Automated Passport Issuance Systems Guidance: The 7 FAM is not intended to 
provide step by step guidance regarding the use of automated systems for the 
issuance of passports. Technical guidance on the use of the ACS (American 
Citizen Services) and the TDIS (Travel Document Issuance System) systems is 
available on the Consular Affairs Intranet sites dedicated to automated system 
user guides and other resources: 

NOTE: 

ACS System: For instructions on performing operations within the ACS 
system, consult the Consular Application Training Center, ACS Training 
Center. 

TDIS System: For instructions on performing operations within the TDIS 
system, consult the Consular Application Training Center, Passport Training 
Center. 

e. Diplomatic, Official, and No-Fee Regular Passports: 7 FAM 1390 provides 
guidance regarding the issuance of diplomatic, official, and no-fee regular 
passports under routine and emergency circumstances. Posts must not send 
applications for diplomatic, official, or no-fee passports through OPDP for 
issuance. 

f. 7 FAM 1300 Appendix V provides guidance about supplemental visa page 
inserts. 



NOTE: As of January 1, 2016, you may not accept a Form DS-4085 application 
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for supplemental visa page inserts (see 7 FAM 1363 for more information.) 



g. 7 FAM 1300 Appendix P provides specific policies and procedures about 
passport cards. 

h. Overseas Issuance and Limited Post Operations: 

(1) In rare circumstances, it may not be possible for posts to transmit passport 
applications through the OPDP process or produce passports locally 
through the EPDP process, such as when post automated systems are not 
available for an extended period of time because of a natural disaster or 
other conditions; 

(2) If post is unable to transmit passport applications via OPDP or issue EPDPs, 
post must immediately contact its CA OPDP liaison at CA-OPDP-Working- 
Group@state.gov and its CA/OCS/ACS Country Officer; 

(3) If the situation appears to be a short-term issue, post may be directed to 
send adjudicated passport applications by express mail or courier service to 
a nearby post for issuance of an EPDP passport or processing of an OPDP 
passport; 

(4) Similarly, in situations where post's consular operations are limited, it may 
also be necessary to cease shipments of completed passports from 
passport centers in the United States to post, or to reroute shipments to a 
neighboring post. Post must immediately alert its CA/OCS/ACS Country 
Officer and also immediately alert the CA-OPDP-Working-Group@state.gov 
to ensure that the Domestic Print Centers are aware of the situation and 
can proceed accordingly; and 

(5) If the situation is not short-term, CA OPDP liaison and CA/OCS 
management will provide additional guidance. 



7 FAM 1362 DEPARTMENT AUTHORIZATION TO 
USE HOST COUNTRY POST SYSTEM OR COURIER 
SERVICE TO SEND AND RECEIVE PASSPORTS 

(CT: CON '-525; 08-04-2014) 

a. Before posts can use the host country postal/delivery system for acceptance of 
a passport application by mail for a qualified adult and/or forwarding an issued 
U.S. passport, they must first determine that the postal/delivery system is 
secure and dependable: 

(1) Post must inform CA/OCS/ACS (Consular Affairs, Overseas Citizens 
Services, Office of American Citizens Services and Crisis Management), 
CA/PPT (Consular Affairs, Office of Passport Services) and CA/FPP 
(Consular Affairs, Fraud Prevention Programs) of the results of post's 
inquiries about the postal/delivery system by formal message (cable); 
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(2) For posts requesting new authorization, CA/OCS/ACS will prepare a formal 
message (cable), approved by the Director of CA/OCS/ACS, with CA/FPP's 
concurrence and courtesy notification to CA/PPT/S/IIC, authorizing posts in 
the host country to utilize the host country postal system for accepting 
passport applications by mail for qualified adult applicants and for 
forwarding U.S. passports. The request and authorization cables will be 
retained by OCS in the Intranet CAWEB archives for historical reference; 
and 

(3) Posts already authorized by CA to use a host country's postal/delivery 
system must memorialize this with CA/OCS/ACS by cable. 

b. If CA/OCS and CA/FPP concur that there is a secure postal/delivery system, and 
CA/OCS/ACS specifically authorizes post to use that system to transmit 
passports to and from applicants, posts must use post operating funds to cover 
the cost of first class equivalent mail when forwarding issued U.S. passports to 
applicants. 

c. Any higher level of mail service may be provided, but only if the applicant 
provides a pre-paid envelope, airbill, or equivalent. 

d. Consular officers and consular employees are not authorized to accept cash to 
provide a higher level of mail service for forwarding U.S. passports: 

NOTE: Posts are only authorized to use the Form DS-82, Application for a Passport 
by Mail, through the host country postal/delivery service, if specifically authorized 
by the CA/OCS/ACS Director, in consultation with CA/PPT and CA/FPP Directorate 
management. 



7 FAM 1363 OVERSEAS PHOTO-DIGITIZED 
PASSPORT (OPDP) STANDARD PROCEDURES 

(CT: CON -53 5; 09-29-2014) 

a. The Overseas Photo-digitized Passport (OPDP) program allows posts to 
adjudicate passport applications and electronically send approved passport data 
and photos to a passport center in the United States for passport book/card 
issuance. 

b. Post Responsibilities: When a U.S. citizen/national applies at a post abroad for 
a passport, the consular section: 

(1) Accepts the passport application; 

(a) As of October 1, 2014, you may not accept an application for the 28- 
page standard passport book. The applicant must instead apply for a 
52-page non-standard passport book. The correct book type must be 
indicated on the Form DS-11, Form DS-82, or Form DS-5504 (see 7 
FAM 1345.3-1, 7 FAM 1345.4-1, and 7 FAM 1345.5-1. 
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(b) As of January 1, 2016, you may not accept Forms DS-4085, 
"Application for Additional Visa Pages or Miscellaneous Passport 
Services. " 

NOTE: All Forms DS-4085 accepted prior to January 1, 2016 must be 
issued, withdrawn, or denied prior to February 1, 2016 (see 7 FAM 1381.2 
regarding the issuance, withdrawal, and denial policy). As of February 1, 
2016, overseas posts must begin destroying all remaining supplemental 
visa page inserts. The destruction must also be completed by close of 
business February 15, 2016. 

(2) Collects the fees; 

(3) Enters the passport service into the ACS system; 

(4) Performs a Consular Lookout and Support System (CLASS) name check in 
the ACS system; 

(5) Adjudicates the passport application both on the form and in the ACS 
system; and(6) Transmits the data to the partner domestic passport 
agency/center. Posts must transmit data daily. No post may store 
applications for more than one workday before transmitting. 

NOTE: If a Form DS-4085 is suspended for any reason within 90 days 
prior to February 1, 2016, you must inform the applicant that she/he 
must resolve the issue prior to February 1, 2016, or her/his Form DS- 
4085 will be denied. 

Domestic Passport Agency/Center Responsibilities: A designated domestic 
passport agency/center will: 

(1) Process the data; 

(2) Print the passport; and 

(3) Forward the issued passport to its overseas post partner by express courier 
service or diplomatic pouch (passport cards only). Passport cards 
forwarded by diplomatic pouch will take much longer to arrive than 
passport books. 

Domestic Passport Agency/Center and Post Partnership: 

(1) Domestic passport agency/center must: 

(a) Ensure the printed passport is a quality product in accordance with 
established internal controls guidelines; 

(b) Forward the passport to the correct post via express courier service or 
diplomatic pouch (passport cards only); 

(c) Notify the post of the shipment; 

(d) Resolve problems associated with printing or delivery; and 

(e) In collaboration with post, identify missing shipments. 

7 FAM 1360 Page 5 of 32 

UNCLASSIFIED (U) 



UNCLASSIFIED (U) 

U.S. Department of State Foreign Affairs Manual Volume 7 
Consular Affairs 

(2) Posts abroad must: 

(a) Monitor the progress of transmitted passport cases using the ACS 
system; 

(b) Track express courier shipments (passport books) from the passport 
center to ensure receipt in a timely manner. Know how long it 
routinely takes for shipments of both passport books and passport 
cards to arrive from domestic partner agency/center to post. Take 
immediate action when a shipment appears to be delayed (see 
procedures in 7 FAM 1364); 

(c) Receive, account for, and perform quality assurance (QA) on issued 
passports using the ACS system; and 

Quality Assurance (QA): 

Quality assurance means assuring that the passport meets quality 
standards. Information in the issued passport must be correct and 
match the information both on the paper application and in the ACS 
system. The print quality must be acceptable, and the materials and 
composition of the book must meet quality standards. The book 
must not have sustained any damage in the shipping process or at 
post before being delivered to the applicant. 

(d) Forward issued passports to applicants in accordance with the 
following procedures. 

e. ACS Rewrite Procedures if the Passport Book/Card Does Not Meet QA 
standards: Sometimes a passport will be sent to post from the domestic 
passport agency/center partner with either a bio-data error or some other kind 
of printing or manufacturing defect (for example, duplicate page numbers, book 
assembled with pages out of sequential order, a photo image that is too dark or 
too light, defective electronic chip, or printing misalignment). Post must take 
the following actions to retransmit the application information to the domestic 
passport agency/center partner to obtain a new issued book/card and 
appropriately account for the defective book/card in ACS. (See 7 FAM 1366 for 
guidance about disposition of defective books/cards): 

(1) Fail the book/card at the QA step in the ACS system; 

NOTE: To "Fail" a book/card in the ACS system means that you are 
recording in ACS that the quality of the book is not satisfactory and that the 
particular book will be destroyed. 

(2) The ACS system notifies the TDIS system of the failure automatically; 

(3) If there is a data error, post must: 

(a) Correct the error; 

(b) Re-clear the name in CLASS; 

(c) Re-approve the passport for printing; 
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(d) Retransmit the information to your passport center partner; and 

(e) Account for the failed book/card in accordance with the procedures in 
Consular Management Handbook Chapter 600 7 FAH-1 H-600; posts 
are not permitted to locally destroy passports. 

(4) The domestic passport agency/center partner will print and send the 
passport following established procedures; 

(5) Specific step-by-step guidance also is available in the CA/CST Intranet 
knowledge database; 

(6) If the applicant must travel urgently, the post may also issue a limited- 
validity Emergency Photo-digitized Passport (EPDP) passport at no charge 
with endorsement code 100 and provide him/her with the appropriate 
letter about replacement procedures. (See 7 FAM 1365.3, 7 FAM Exhibit 
1360 Exhibit A and 7 FAM Exhibit 1360 B.) A defective full-validity 
passport issued under OPDP is the U.S. Government's fault and the 
applicant is not to be charged a fee to replace it; and 

(7) 7 FAM 1366 discusses defective book/card disposal: 

NOTE: Archived guidance, including cable instructions to all U.S. 
embassies and consulates are available on the CAWeb Intranet. 

f. Returning Passports to Applicants: 

(1) Tickler System for Pick Up or Delivery of Issued OPDP Passports: Posts 
must maintain a tickler or follow-up system so that the consular staff takes 
early steps to ensure that issued passports are not held at posts for too 
long: 

(a) Passport cards are sent to post via the unclassified pouch, except for 
Mexico posts (sent to domestic P.O. box), Canada posts (sent directly 
to applicant), and posts without unclassified pouch. Unclassified pouch 
service varies in each country and can take up to a month to reach 
post; and 

(b) If an inordinate amount of time has passed and post has not received 
a passport card, the steps outlined in 7 FAM 1364 must be followed. 

(2) Sending Passports by Mail: If authorized by CA (OCS and FPP), posts 
may use the host country postal system or a courier service to send issued 
U.S. passports to bearers. (See 7 FAM 1362): 

(a) Passports sometimes can get lost or go missing in the local foreign 
mail system, which is considered a privacy breach. CA/PPT/S/IIC and 
CA/OCS/L must be notified of all privacy breaches for US Citizen 
Records as soon as possible through the email collective 
caprivacybreach@state.gov. CA/PPT/S/IIC will then carry out any 
additional actions required, such as notifying DS-CIRT; 

(b) If a passport goes missing in the mail, and the applicant reports 
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the missing passport within 90 days of post mailing the 
passport to him/her, you may re-issue him/her a new passport 
without the payment of fees: 

(i) The applicant must complete/sign Form DS-86 "Statement of 
Non-Receipt of a Passport"; 

(ii) The applicant must provide a new photograph; 

(iii) Print/attach a copy of the ACS screen inquiry results showing 
that the original passport was issued and mailed (you can use 
this as evidence of previous citizenship/identity adjudication). 
Make sure the local mailing address is correct; 

(iv) If issuing the applicant another OPDP passport, use endorsement 
code 47; and 

(v) If issuing an EPDP passport, use endorsement 100. 

(c) If the lost mailed report comes after 90 days, the applicant must re- 
apply for a new passport, providing all evidence of U.S. citizenship, 
identity and payment of fees. 

(3) Personal Pick Up by the Applicant or Designated Agent: If neither the 
postal system nor a courier system is secure enough, posts must establish 
a procedure for quickly notifying applicants either to pick up their passports 
in person or authorize another person to do so; 

(4) Cancelation of Limited -Validity Passport (EPDP) or Previous Full-Validity 
Passport: In all cases, whether the applicant returns to the consular 
section in person, authorizes another person to pick it up, or whether the 
passport is mailed, the consular staff must retrieve and cancel the limited- 
validity passport, if one was issued, or previous passport, if it still has 
validity, before handing over the new passport. (See 7 FAM 1300 
Appendix R for guidance about second passports); 

(5) Departure of Applicant from Consular District: In the rare case of 
applicants who leave the consular district permanently between the time 
they apply for the passports and the time their passports are received at 
post, post must follow the most appropriate of the following options: 

(a) If the passport has not been collected within 90 days and the applicant 
cannot be located, the ACS officer at post must then cancel the 
passport and send the canceled full-validity passport book(s)/card(s) 
to the CLASP Unit via pouch for updating of the American Citizen 
Records Query database (formerly known as the Passport Issuance 
Electronic Records System or "PIERS") and subsequent destruction at 
the CLASP Unit (see 7 FAM 1369); 

(b) If the passport has not been collected within 90 days but the applicant 
can be located in the United States, post may send the passport via 
Diplomatic Pouch to its CA/OCS/ACS liaison officer under cover of a 
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request to contact the applicant and make arrangements to forward 
the passport to the applicant's U.S. address. Prior to receiving the 
passport, the applicant must be instructed to mail the current valid 
passport, if any, in his/her possession to the CA/OCS/ACS officer (see 
7 FAM 1369); 

(c) Once CA/OCS/ACS has received the current valid passport from the 
applicant, the officer will notify post and send the full-validity passport 
to the applicant via the U.S. Postal Service (USPS); 

(d) If the applicant has moved to a different consular district abroad, the 
issuing post must either: 

(i) Forward the passport via Diplomatic Pouch to post with consular 
jurisdiction over the applicant's new location to provide to the 
applicant; or 

(ii) Advise the applicant to provide a prepaid express mail envelope 
or account number; or 

(iii) Advise the applicant that the passport will be destroyed after 90 
days unless the applicant returns to pick it up or provides written 
authorization for another individual to do so. After 90 days, the 
issuing post must follow procedures provided above for 
cancelation and transmittal of the passport to the CLASP Unit. 

(e) If the applicant does not make arrangements to pick up the issued 
passport, and the passport has been canceled and returned to the 
CLASP Unit for destruction, the applicant, in order to receive a new 
passport, must: 

(i) Execute a new passport application; and 

(ii) Provide photographs and evidence of citizenship and identity; 
and 

(iii) Pay all appropriate fees. 

(f) There is no refund of the fee for the destroyed passport: 

Example: A family could apply to replace their passports and could 
then be informed of a family emergency in the United States 
requiring their urgent presence. Post must issue limited-validity 
passports and must arrange with the family to retrieve the limited- 
validity books before sending the family their new full-validity 
passports. 

g. Monthly Transmittal of OPDP Paper Applications: 

(1) At the end of each month, posts must send all paper applications and 
necessary supporting documents to Passport Services' Records Services 
Division (CA/PPT/TO/RS) for filing and must send the documents with a 
cover memo stating what the documents are (e.g., "Issued Passport 
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Applications") by unclassified registered pouch to CA/PPT/S/TO/RS (see 7 
FAM 1369); and 

(2) It is essential that posts adhere to a monthly schedule in sending 

applications and supporting documents so that complete ACRQ and archival 
records are created. EPDP and OPDP passport applications may be 
combined in these monthly shipments: 

NOTE: Issued applications must not be shipped to CA/PPT/TO/RS for 
filing until post has received the issued passports from the United 
States, and has determined they pass Quality Assurance (QA). 



7 FAM 1364 PASSPORTS DELAYED IN TRANSIT 
AND MISSING SHIPMENTS 

(CT:CON-525; 08-04-2014) 

a. It is possible that a shipment of completed passports from the United States en 
route to post from the domestic passport agency/center partner may be 
delayed, lost, or stolen in the shipping process. The passports do not have to 
be entered into CLASP (Consular Lost and Stolen Passport system) as lost or 
stolen passports if: 

(1) The shipment can be located, and 

(2) It is determined that the passports have remained under the control of the 
shipper, the U.S. Government, or a trusted foreign government entity. 

b. Passports Delayed in Transit (Books and Cards): When the passports are 
delayed in transit but not lost, you must choose the best among three 
alternatives, working closely with your domestic passport agency/center 
partner: 

(1) Resolve the shipping/handling problem, receive the original shipment, and 
proceed normally; 

(2) Issue emergency passports without charge to the applicants with urgent 
travel plans while working to resolve the shipping problems; and/or 

(3) Retransmit the application through OPDP for new passport issuance: 

(a) Spoil the delayed passports in the ACS system. Mark the reason for 
spoiling as "Lost in transit." Add a comment that it is delayed, with 
details concerning the shipment, such as the shipper's tracking 
number, current location, reason for delay, etc.; 

NOTE: You can spoil the passport without marking it as 
"Received", provided its status in ACS is "QC and Mailed." 

(b) Retransmit the application to the domestic passport agency/center 
partner, which will reprint and re-send the passport following 

7 FAM 1360 Page 10 of 32 

UNCLASSIFIED (U) 



UNCLASSIFIED (U) 

U.S. Department of State Foreign Affairs Manual Volume 7 
Consular Affairs 

established procedures; 

(c) Specific step-by-step guidance is available in the CA/CST Intranet 
knowledge database; and 

(d) Account for the delayed and spoiled passports in accordance with the 
procedures in Consular Management Handbook Chapter 600 7 FAH-1 
H-600 when they are received at post; posts are not permitted to 
locally destroy passports. 7 FAM 1366 discusses destruction of 
passport books/cards by posts. 

c. Passports Lost in Transit: Occasionally, a post will be unable to determine the 
location of a shipment of passport books that has not arrived on time. Because 
passport cards are not sent using a trackable courier service due to their 
vulnerability to screening methods used by private courier services, it is at 
post's discretion when to consider a passport card lost, taking into account the 
speed of the pouch service and when the passport was sent from the domestic 
passport facility using the TDIS Inquiry function in the CCD. If the shipment of 
passport books cannot be located, or a passport card is taking an inordinate 
time to reach post through the diplomatic pouch, the passports must be 
assumed to be lost or stolen. Several important principles must govern a post's 
actions in these types of cases: 

(1) Do not delay more than one day in searching for a shipment that has not 
arrived on time, using available tracking numbers and checking in post's 
mailroom and consular section; 

(2) Do not postpone taking action (described below) in hopes that the missing 
package will turn up; 

(3) Immediately enter the missing passports into CLASP so they cannot be 
misused to enter the United States. The CLASP entry will alert U.S. 
Customs and Border Protection (CBP) officials if the passport is presented 
at a U.S. point of entry. Note in the CLASP record that the passport was 
lost in transit to post. (See 7 FAM 1370); 

NOTE: Passport applicants whose namecheck (7 FAM 1330) results 
reflect a history of lost and stolen passports are scrutinized closely and 
passport services may be limited, in accordance with procedures outlined 
in 7 FAM 1370. The fact that a passport was lost in transit to post and 
was not lost by the applicant is important to note in CLASP. The 
comment in CLASP will alert future passport authorizing officers that this 
loss was not the responsibility of the applicant. 

(4) Report the missing shipment to appropriate CA offices: 

(a) Immediately email the domestic partner agency/center that an 
expected shipment is overdue, suspected missing, and describe all 
actions taken to locate the shipment (e.g., search of premises, contact 
with local express courier office); 
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(b) The domestic partner agency/center must immediately report the 
missing shipment to CA/PPT's Incident Tracking Program. The 
domestic partner agency/center will describe all actions that post has 
taken, as well as any actions the agency/center has taken (e.g., 
checked tracking numbers, contact with local or national express 
courier office); 

(c) The domestic partner agency/center also must immediately email CA- 
PPTInternalControlsGroup@state.gov and CA-OPDP-Working- 
Group@state.gov to alert them to the missing shipment; and 

(d) The CA OPDP liaisons must immediately contact the national express 
courier office liaison regarding the missing shipment and request an 
investigation of the issue. 

(5) Take immediate action to provide timely replacement passports to the 
applicants; 

(6) Take the following actions so that inventory and issuance records are 
accurate and complete at post, at the domestic passport issuing center, 
and in TDIS and ACRQ: 

(a) Determine which passports are in the shipment missing in transit, 
working with post's domestic passport center partner; 

(b) Create a duplicate paper passport record (color if possible) for the 
missing passport, typically by photocopying the original application 
form or by printing the image of the form that is found in ACS; 

(c) Spoil the passport in the ACS system. Spoil both the barcode on the 
application and the passport book number. Record the reason for 
spoiling as "Lost in Transit". Add a comment about the details of the 
loss, such as the shipper's tracking number, date of loss, etc.; 

NOTE: Post may spoil the passport without marking it as 

"Received," provided its status in ACS is "QC and Mailed." 

(d) Run another CLASS namecheck; 

(e) Retransmit the case electronically to post's domestic passport center 
partner. To do this you must: 

(i) Assign a new barcode number to the case; and 

(ii) Apply the new barcode to the original paper application form so 
that the first barcode is completely covered; 

NOTE: This paper form will become the legal, archival record of the 
replacement passport. It is therefore important that the original 
barcode number be shown on the copy, because that barcode 
number links the book/card to the application form. However, the 
new barcode must be the only barcode shown on the application, 

because that barcode number links the replacement book/card to 
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the application form. 

(f) Annotate the photocopy of the original application form to refer to the 
missing passport with the following statement - "Issued passport 
(number) from this application lost in transit from (domestic passport 
center partner)"; 

(g) Annotate the original paper application, which now represents the 
replacement passport application, with the following statement - "This 
application is a reissue for passport (number) issued on (date) that 
was lost in transit from (domestic passport center partner)"; 

(h) Receive, QA, and deliver the replacement passport to the applicant; 

(i) Send both the photocopy of the original passport application and the 
reissued application to CA/PPT's Records Services Division 
(CA/PPT/TO/RS) (see 7 FAM 1369); 

(j) If the missing passports are recovered at post, post should also notify 
domestic print center partner so that they can update the Incident 
Tracking Report accordingly. The CLASP records must be updated to 
show that the books/cards were recovered by post. The passports 
must be canceled and pouched under cover of a memo, explaining that 
they were reported lost in transit and recovered, to the CLASP Unit 
(see 7 FAM 1369); and 

(k) If the applicant has an urgent need to travel before the reissued full- 
validity passport returns from the domestic passport center partner, 
post may issue an emergency limited-validity passport, for which post 
will not charge a fee. The applicant must apply for this passport using 
the appropriate passport form. 

7 FAM 1365 EMERGENCY PHOTO-DIGITIZED 
PASSPORT (EPDP) 

7 FAM 1365.1 Emergency Passports 

(CT: CON -53 5; 09-29-2014) 

a. The Emergency Photo-digitized Passport (EPDP) is a twelve-page emergency 
U.S. passport that replaces machine-readable and other emergency passports 
previously issued by posts. The EPDP passport has no circuitry or electronic 
chip in it, although the page designs are based on those used in the e-Passport 
book issued domestically. The digital image of the bearer, biographic data, and 
the Machine-Readable Zone (MRZ) are printed on a foil, which is then inserted 
into a blank book and laminated. The EPDP passport also has an endorsement 
foil which is placed in the back of the passport explaining why the passport was 
issued. 
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b. Additional Visa Pages Not Permitted: Because the EPDP is a book issued for 
one-time immediate emergency travel, with the understanding that it will be 
replaced after such emergency travel with a full-validity passport (for eligible 
persons), visa pages cannot be added to this book. (See 7 FAM 1300 Appendix 
V and 7 FAM 1363 for guidance about insertion of supplemental visa page 
inserts in non-EPDP passports.) 

c. Maximum Validity: EPDP passports printed overseas must be limited to a 
maximum validity of 12 months. When determining the validity of an EPDP, 
post should consider the passport validity requirements of any transit and/or 
onward destination countries. In instances where the host government of the 
country where the U.S. citizen resides or is traveling to requires foreign 
passports to have more than six months' validity, posts should issue EPDP 
books with the minimum validity that meets local requirements and travelers' 
needs, not to exceed 12 months. When appropriate, such as for an HHS 
(Health and Human Services - Child Support Arrearage) CLASS (Consular 
Lookout and Support System) hold case, the EPDP passport must be issued for 
a shorter validity period, usually a maximum of two weeks, or for direct return 
to the United States. 7 FAM 1380 provides guidance on passport denials, 
limitations, and revocations. 

d. Endorsement of EPDP Passports: All EPDP passports issued by overseas 
consular sections must contain the appropriate endorsement code(s) developed 
for passports issued overseas. Any endorsements entered in the book must be 
done using the endorsement foil process. They may not be typed directly into 
the book. (See 7 FAM 1300 Appendix B regarding endorsement codes.) 

e. Training on Production of EPDP Passports: CA/CST (Consular Affairs, Consular 
Systems and Technology) has developed on-line training to assist posts in the 
production of EPDP passports: 

EPDP Training ... 

EPDP On Line Training Overview 

EPDP Video Slide Show 

EPDP Laminator Training 

EPDP Printer Training 

f. Overseas Support Desk - knowledge database: This CA/CST feature includes 
hands-on technical guidance for posts based on up-to-the-minute solutions to 
real-time problems. 

7 FAM 1365.2 Eligibility for EPDP Issuance 

(CT: CON '-525; 08-04-2014) 

a. Consular officers may adjudicate and produce limited-validity EPDP passports 
for the following types of cases: 

(1) Emergency Need to Travel: Emergency travel, including cases where 
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waiting for the full -validity passport to arrive from the United States would 
cause the applicant medical, personal, financial, or other hardship. This 
includes victims of serious crime and tourists whose passports are lost or 
stolen. If in doubt as to whether a traveler has an urgent need for a 
limited-validity passport, you must issue if that is the traveler's 
preference. This includes individuals who have applied for an OPDP 
passport, but have an urgent need to travel before OPDP passport is 
received; 

Use Endorsement Code 100: 

"THIS PASSPORT EXPIRES ON (MON DAY, YEAR) AND CANNOT BE 
EXTENDED." 

(2) Post Is Satisfied that the Applicant Is Entitled to a Passport, but Some 
Information Is Lacking to Enable Issuance of a Full-Validity Passport: 

(a) The applicant has sufficient time before the need to travel to permit 
issuance of an OPDP passport, but he/she is lacking full citizenship or 
identity documents that would allow issuance of a full-validity OPDP 
passport; 

(b) These cases are handled as EPDP passports because the applicant is 
only eligible for a limited-validity passport; and 

(c) If the identity or citizenship evidence presented by the applicant does 
not fully meet the criteria outlined in 7 FAM 1320 and 7 FAM 1100, but 
the consular officer is reasonably satisfied as to the applicant's 
citizenship and/or identity, you must annotate the EPDP passport with 
the appropriate endorsement to record the fact that the applicant must 
still present the proper evidence in order to obtain a full-validity 
passport. For example, if a person's citizenship and identity 
documentation has been lost or stolen, but the consular officer can 
access the ACRQ record with the image of the previous passport 
application, including the photo, post could issue a passport on that 
basis. NOTE: if the applicant and/or post can document neither 
citizenship nor identity to the adjudicating officer' satisfaction, the 
application must be denied: 

Use Endorsement Code 101 (Citizenship evidence 
unacceptable) 

"THIS PASSPORT WAS ISSUED UNDER 22 CFR 51.41 AND EXPIRES 
ON (MON DAY, YEAR). IT CANNOT BE EXTENDED." 

or 

Endorsement 102 (Identity evidence unacceptable) 

"THIS PASSPORT WAS ISSUED UNDER 22 CFR 51.23 AND EXPIRES 
ON (MON DAY, YEAR). IT CANNOT BE EXTENDED." 

(3) EPDP Passport Expires or is Lost or Stolen, or the Applicant Needs 
Additional Visa Pages - Urgent Travel: 
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(a) If the EPDP passport expires, or is lost or stolen, and the traveler does 
not have sufficient time to wait for an OPDP passport, posts are 
authorized to issue another EPDP passport upon receipt of application, 
payment of fees, CLASS name check clearance, and, in the case of a 
lost or stolen passport, verification of citizenship and identity and 
completion of Form DS-64, Statement Regarding a Lost or Stolen 
Passport, or submission of other written statement explaining 
circumstances of the loss or theft (see 7 FAM 1370); 

(b) Additional visa pages may not be added to an EPDP passport. The 
EPDP passport was designed for emergency travel only. The 
Department intentionally designed it with a very limited number of 
visa pages. If the bearer of an EPDP passport requires additional visa 
pages, he/she may apply for a new EPDP passport or an OPDP 
passport, providing new photographs and paying relevant passport 
fees. If the applicant does not have sufficient time to apply for and 
receive a full-validity OPDP passport, the original EPDP passport may 
be canceled, and the applicant may apply for and receive a new EPDP 
passport: 

Use Endorsement Codes 103, 104, or 110: as appropriate. 
Endorsement 103 (when citizenship and identity evidence is 
acceptable): 

"THIS PASSPORT IS A REPLACEMENT FOR A 

(LOST/STOLEN/DAMAGED/MUTILATED) PASSPORT AND EXPIRES 
ON (MON DAY, YEAR). IT CANNOT BE EXTENDED." 
Endorsement 104 (when citizenship and/or identity evidence 
is not acceptable): 

"THIS PASSPORT IS A REPLACEMENT FOR A 
(LOST/STOLEN/DAMAGED/MUTILATED) PASSPORT AND WAS 
ISSUED UNDER 22 CFR 51.23 AND/OR 22 CFR 51.41. IT EXPIRES 
ON (MON DAY, YEAR) AND CANNOT BE EXTENDED." 
Endorsement 110 (multiple history of lost/stolen/damaged 
mutilated passports): 

"THIS PASSPORT EXPIRES ON (MON DAY, YEAR) AND IS A 
REPLACEMENT FOR A (LOST/STOLEN/DAMAGED/MUTILATED) 
PASSPORT. A FULL VALIDITY REPLACEMENT MUST BE APPROVED 
BY THE DEPARTMENT OF STATE." 

(4) Insufficient Validity Remaining on EPDP Passport: If the EPDP passport has 
insufficient validity remaining to enable the traveler to obtain a visa or 
enter a country, and there is an urgent need to travel, you are authorized 
to cancel the first EPDP passport and issue another EPDP passport. The 
applicant may use Form DS-82, Application for a U.S. Passport by Mail, or 
Form DS-11, Application for a U.S. Passport, as appropriate, and must 
provide new photographs and pay the appropriate passport fees; 

(5) Emergency EPDP Second Passports: 
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(a) If the applicant requests and is entitled to the issuance of a second 
passport (see 7 FAM 1300 Appendix R), normally the applicant would 
receive a second passport, with a validity of two years, issued through 
the OPDP process; 

(b) If the applicant needs to travel urgently and requires and is entitled to 
a second passport, post is authorized to issue an EPDP passport valid 
for up to one year. The applicant must pay all applicable fees; 

Use Endorsement Code 108: 

"THIS PASSPORT EXPIRES ON (MON DAY, YEAR) AND WAS ISSUED 
BY THE DEPARTMENT OF STATE UNDER 22 CFR 51.2(b)." 

(c) Post may inform the applicant that the EPDP second passport may be 
replaced, within one year of its issuance, with a two-year validity 
passport. The applicant must once again provide a signed written 
statement giving the reason(s) why the second passport is 
required. The one-year validity EPDP passport must be returned for 
cancelation. The applicant must use Form DS-5504, U.S. Passport Re- 
Application, and no fee is charged; and 

(d) If the applicant requests that the second EPDP passport be replaced 
after one year, Form DS-82, Application for a U.S. Passport by Mail, 
may be used by authorized posts (see 7 FAM 1362), new photographs 
are required, and appropriate passport fees must be paid. 

(6) Encourage All EPDP Recipients to Get a Full-Validity Passport as Soon as 
Possible: Posts must encourage all EPDP passport recipients to replace 
their limited EPDP passports upon completion of the urgent travel or upon 
obtaining the outstanding citizenship or identity documents; and 

(7) Do Not Use OPDP to Process Limited-Validity Passports For Certain 
Applicants: Issue EPDP passports to individuals who fall into the following 
categories, rather than process limited-validity passports through OPDP: 

(a) Repatriates (7 FAM 1380; 7 FAM 1300 Appendix F); 

(b) Victims of serious crime and evacuees (see 7 FAM 1300 Appendix F); 

(c) Persons in arrears for child support (see 7 FAM 1380); 

(d) Prisoner transferees (see 7 FAM 485.3-1); 

(e) Deportees and extraditees (see 7 FAM 1625.5); and 

(f) Destitutes. 



7 FAM 1365.3 Replacing Limited EPDP Passports With 
Full Validity Passports 

(CT: CON -53 5; 09-29-2014) 

a. Limited-validity EPDP passports may be exchanged for full-validity e-Passports 
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within one year of issuance to avoid payment of another passport application 
fee. Information about this process is explained in the 7 FAM Exhibit 1360 A 
and 7 FAM Exhibit 1360 B, which must be used by posts to notify the applicant 
at the time the EPDP passport is issued. 

b. Bearers of limited EPDP passports can apply in the United States or overseas 
for a replacement full-validity passport. 

c. Within One Year of Issuance of the EPDP Passport - the procedures are: 

(1) Overseas applicants: Submit to the U.S. embassy or consulate Form DS- 
5504, U.S. Passport Re-Application, the EPDP passport for cancelation, and 
new photographs. No additional fees are required. Post will submit the 
application through the OPDP process; and 

(2) Applicants in United States: Complete the Form DS-5504, Application for a 
U.S. Passport: Name Change, Data Correction, and Limited Passport Book 
Replacement, submit the EPDP passport for cancelation, and new 
photographs to the appropriate address listed on the application form. The 
expedite fee is to be charged if expedited service is requested. 

d. If the Passport Applicant's EPDP Passport Has Been Lost or Stolen: The 
applicant must: 

(1) Complete a Form DS-11, Application for a U.S. Passport; 

(2) Complete Form DS-64, Statement Regarding a Lost or Stolen Passport; 

(3) Provide evidence of citizenship and identity; 

(4) Submit new photographs; and 

(5) Pay all appropriate passport fees. 

e. More Than One Year Since Issuance of the EPDP Passport: The applicant must 
complete a Form DS-11, Application for a U.S. Passport, or Form DS-82, 
Application for a U.S. Passport by Mail, if appropriate, submit the EPDP passport 
for cancelation, provide new photographs, and pay all appropriate passport 
fees. 

f. Applying for EPDP and Full-validity Passport at the Same Time While 
Overseas: An applicant with urgent travel plans who resides in the consular 
district may apply simultaneously for both an EPDP and a full-validity passport: 

(1) Because these are two separate passports, two applications and two 
photographs are required; 

(2) In such cases, post can make a clear, good-quality photocopied application 
for the limited-validity passport, provided the photos and the applicant's 
and consular officer's signatures are original; 

(3) Charge passport fees for the EPDP passport only. There will be no 
additional charge for the passport or execution fee for the full-validity 
passport; 
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(4) Once the issued full-validity passport arrives from the domestic passport 
center partner, it must not be released until the applicant surrenders the 
limited-validity EPDP passport for cancelation; and 

(5) Before accepting simultaneous applications for an EPDP and a full-validity 
passport, post must determine whether the applicant will be able to return 
to post once the full-validity passport has arrived at post. If it appears that 
the applicant may not return, post must suggest that he/she apply for the 
replacement passport after reaching a destination where he/she will remain 
long enough for it to be issued and delivered: 

NOTE: Victims of serious crimes or disasters, destitute cases (destitute 
persons who are not recipients of a repatriation loan), repatriates, 
deportees, subjects of extradition/deportation/passport revocation 
actions, and prisoners being transferred from abroad to the United 
States must be issued limited-validity passports without charge. They do 
not qualify for full-validity replacement books without charge. 

7 FAM 1365.4 Monthly Transmittal Of EPDP Paper 
Applications 

(CT: CON -490; 10-25-2013) 

a. At the end of each month, posts must send all EPDP paper applications and 
necessary supporting documents to the Department for filing. EPDP and OPDP 
passport applications must be sent under separate cover memos, but may be 
combined in these monthly shipments. Send the documents and a cover memo 
stating what the documents are (i.e., issued passport applications) by 
unclassified registered pouch to CA/PPT/SE/TO/RS (see 7 FAM 1369). 

b. It is essential that posts adhere to a monthly schedule in sending applications 
and supporting documents so that complete ACRQ and archival records may be 
created in a timely manner. 

c. Posts must not send an application before the passport has passed quality 
assurance (QA). 

7 FAM 1366 DEFECTIVE PASSPORTS, 
SUPPLEMENTAL VISA PAGE INSERTS, FOILS, AND 
BAR CODES FOR OVERSEAS POSTS 

(CT: CON -53 5; 09-29-2014) 

a. To ensure accurate tracking and accounting of an increasing number of travel 
documents, and to avoid confusion at posts about e-passports and non e- 
passports, the CA Bureau has designated the Consular Lost and Stolen Passport 
(CLASP) Unit (CA/PPT/L/LE/CP) as the sole recipient of all 
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defective/spoiled/found passport books and passport cards from overseas 
posts. 

b. Overseas posts must send all defective/spoiled/found regular (e-passports, non 
e-passports, and EPDPs), diplomatic, official, and no-fee passport books and 
passport cards to the CLASP Unit for destruction via unclassified pouch (see 7 
FAM 1369). 

c. Travel documents must be bundled according to the document type (passport 
book, passport card, or border crossing card) and the reason they are being 
returned. The categories are as follows: 

(1) "Data Entry or Operator Errors" includes name misspellings, incorrect birth 
date, incorrect place of birth, poor photo quality, or poor laminate 
quality. These errors usually are created at post or at the domestic 
passport partner center. The Data Entry or Operator Errors category also 
includes books/cards damaged during transit, such as if the delivery truck 
catches fire in an accident and the book/card is signed, or if an employee 
carelessly spills liquids on the document during Quality Assurance; 

(2) "All Other Errors" (manufacturing errors) include misaligned printing, mis- 
numbering of pages, or improper book assembly that occurred during 
manufacturing. This category also includes problems with the reading of 
the electronic chip, which may not be discovered until the bearer attempts 
to use the travel document; 

(3) "Found Passports or Passport Cards returned to an overseas post by local 
police or some other manner where the bearer has not been contacted, 
should be sent to the CLASP Unit for disposition as outlined in 7 FAM 1375: 

Note: The CLASP Unit's mailing address is: 

U.S. Department of State 

Consular Lost And Stolen Passport Unit (CLASP) 

CA/PPT/S/L/LE/CP 

44132 Mercure Circle 

P.O. Box 1227 

Sterling, VA 20166-1227 

Telephone (public): 202-485-6600 

Email: CLASP@state.gov 

Posts abroad should continue to send the above 

documentation to CA/PPT via diplomatic pouch, 

as appropriate 

(4) Overseas posts should send all defective/spoiled/found new-style (issued 
on or after October 1, 2008) Border Crossing Cards to the Department via 
unclassified pouch using the following address: 
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U.S. Department of State 
Arkansas Passport Center 
191 Office Park Dr. 
Hot Springs, AR 71913 



(5) Note that photo-substituted 

or otherwise altered passports or border crossing cards must continue to 
be sent to CA/FPP; and. 

(6) "All Diplomatic, Official, and No-Fee passports" must be bundled separately 
regardless of reason for return. 

d. Overseas posts must use the Lost and Stolen Passport Destruction Report (7 
FAM Exhibit 1370 (1) when sending travel documents to the Department for 
disposition. 

e. In accordance with 7 FAH-1 H-657, posts must continue to account for 
spoiled/defective EPDP books that are part of post's inventory in the 
Accountable Items (AI) module of the ACS system. Officers marking an item as 
"destroyed" in AI must use the "Destruction Method" dropdown menu to select 
"to Department" to accurately reflect the disposition. 

f. Passport Cancelation: Punch holes in only the front cover of the defective EPDP 
or OPDP passport book. In the event, and only in the event, that a defective 
book's cover is not securely sewn to the rest of the book, punch holes in the 
data page, with care not to obscure the defect reported. 

g. Passport Card Cancelation: Cut the very top left corner of the card at a 45 
degree angle. If the top left corner is damaged, the card must be cut on the 
top right corner at a 45 degree angle. Cards must never be cut into the 
photograph area. (See 7 FAM 1300 Appendix P The Passport Card for more 
specific guidance): 



NOTE: Posts do not have the capability to verify the functioning of the 
electronic chip. If the applicant informs post of this problem within the first 
year of issuance, he/she may apply for a replacement passport using Form 
DS-5504, U.S. Passport Re-Application, providing new photographs. A new 
full validity passport is issued at no charge to the applicant. 
If submitted more than a year after issuance, the applicant may still receive a 
replacement full validity book at no charge using Form DS-5504 and 
providing new photographs. However, endorsement code 3 must be used 
and the expiration date of the replacement book must be the same as the 
expiration date of the passport being replaced. 
Endorsement Code 3 

"THIS PASSPORT REPLACES (regular/official/diplomatic) PASSPORT NUMBER 
(number) ISSUED ON (mon day, year). IT IS VALID UNTIL (mon day, year)." 



h. Supplemental Visa Page Inserts: 

(1) Supplemental Visa Page Inserts are controlled, but not accountable, 

items. They must be inventoried and used correctly. Do not use defective 
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supplemental visa page inserts; 

(2) If a supplemental visa page insert is found to be defective, report the 
problem(s) on the Form DS-859, Receipt for Consular Accountable Items, 
and return the defective items with Form DS-859 via classified pouch; and 

(3) If the defect is discovered after Form DS-859 has been sent, report the 
defect to CA/EX/GSD by email at CASupplies@state.gov and await 
instructions regarding disposition: 

NOTE: 7 FAM 1300 Appendix V and 7 FAM 1363 provide guidance 
about insertion of supplemental visa page inserts into passport books. 

i. Barcodes: 

(1) Barcodes are controlled, but not accountable, items. They must be 
inventoried and used correctly. Do not use defective or duplicate 
barcodes; 

(2) If a barcode is found to be defective, report the problem(s) on Form DS- 
859, and return the defective items with Form DS-859 via classified pouch; 

(3) If the defect is discovered after Form DS-859, has been sent, report the 
defect to CA/EX/GSD by e-mail at CASupplies@state.gov and await 
instructions regarding disposition; and 

(4) If the defect is discovered during production, do not use the barcode. Type 
the number of the next available non-defective barcode into the passport 
service in ACS and apply the new barcode sticker to the passport 
application you are processing. 

j. Supplemental Passport Foils: 

(1) Supplemental Passport Foils are accountable items; they must be 
inventoried and used correctly. Do not use defective or duplicate 
supplemental passport foils; 

(2) If a supplemental passport foil is found to be defective, report the 
problem(s) on Form DS-859 and return the defective items with Form DS- 
859 via classified pouch; 

(3) If the defect is discovered after Form DS-859 has been sent, report the 
defect to CA/EX/GSD by e-mail at CASupplies@state.gov and await 
instructions regarding disposition; and 

(4) If the defect is discovered during production, do not use the supplemental 
passport foil. Type the number of the next available supplemental 
passport foil into the passport service in ACS and apply a non-defective 
supplemental passport foil to the passport application you are processing. 



7 FAM 1360 Page 22 of 32 

UNCLASSIFIED (U) 



UNCLASSIFIED (U) 

U.S. Department of State Foreign Affairs Manual Volume 7 
Consular Affairs 

7 FAM 1367 SUSPENDING OVERSEAS PASSPORT 
APPLICATION AND DISPOSITION OF DENIED 
APPLICATIONS 

(CT: CON -53 5; 09-29-2014) 

a. If the passport applicant does not have sufficient evidence to establish a claim 
to U.S. citizenship, post must provide the applicant with written notification that 
his/her application has been denied, but will be held by post for 90 days 
pending submission of additional evidence. If an applicant requests additional 
time to submit evidence within the 90 day period, posts may grant an 
additional 90 days or other reasonable period of time based upon the 
circumstances. In general, passport applications may not remain pending at a 
post for more than six months. Posts may use Passport Services' Information 
Request Letter (IRL) feature on the Intranet for applicant 

notification. Alternatively, 7 FAM Exhibit 1360 D provides a model text for 
posts to follow which may be adapted to the particular situation. (See 7 FAM 
1300 Appendix T regarding the Information Request Letter process.) 

b. If additional evidence is not submitted within 90 days and the applicant has not 
requested additional time to submit such evidence within that time, the 
application must be denied. The passport fee(s) is not refundable. 

c. Post must prepare an "I" lookout in the case of insufficient evidence to establish 
a claim to U.S. citizenship (or identity), or a "Q" lookout in the case of 
inconsistent evidence and enter the case into CLASS via PLOTS. Alternatively, 
if the evidence is clear on its face that the applicant did not acquire U.S. 
citizenship at birth or otherwise (such as when the transmitting parent's 
Affidavit of Physical Presence does not list enough time in the United States 
prior to the applicant's birth) post must prepare and enter an "N" (non- 
acquisition) lookout. Post must include a copy of the denied application in the 
PLOTS record. (See procedures in 7 FAM 1300 Appendix A Passport Lookout 
and Tracking System PLOTS.) 

d. Post must forward the original denied application, supporting evidence, 
correspondence, etc. to Passport Services' Records Services Division with a 
memo stating that it is a denied application (see 7 FAM 1369). 

7 FAM 1368 REVIEW OF PASSPORT ISSUANCES 
AT OVERSEAS POSTS 

7 FAM 1368.1 Summary 

(CT: CON -53 5; 09-29-2014) 

a. Consular supervisors must review as many passport issuances as is practicable, 
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but no fewer than 4 percent of passport applications issued per officer per 
month. Systematic, regular review of approved passport applications is a 
significant management and instructional tool to maintain the highest 
professional standards of adjudication. It also ensures uniform and correct 
application of applicable law and regulations. This review should be done with a 
view to enhancing U.S. border security: 

(1) At posts with three or more consular officers, a supervisory officer must 
review the cases at post. For consulates with one or two consular officers, 
a supervisory officer at the Embassy in country must review the cases; 

(2) For small posts with one or two consular officers, the Department will 
review the passport issuances; and 

(3) In all cases, the designated supervisory officer must review the case and 
either confirm or disagree with the issuance. 

b. For all posts, the reviewing officer will randomly select cases for review from 
the passport adjudication audit report found on the CCD. 

c. At posts where adjudicating officers are relatively inexperienced, reviewing 
officers should review a larger percentage of cases. In addition, at some posts 
local conditions, including security or fraud concerns, could require that more 
than 4 percent must be reviewed. The Office of Overseas Citizens Services 
encourages posts to use their knowledge of local conditions to identify specific 
subsets of issuances for review as appropriate. Current technological 
limitations may require posts to identify such cases for review manually. 

d. The less passport adjudication experience an officer has, the greater the 
percentage of issuances that consular supervisors should review. Consular 
supervisors must review a higher percentage of cases issued by an officer with 
no previous passport adjudication experience. OCS recommends a review of 50 
percent of a new officer's issuances during his or her first month. As an officer 
gains experience and competence over time, the percentage of issuances 
reviewed may decline as determined appropriate by the reviewing officer and 
ultimately conform to the norm outlined above. 

e. For large posts, the reviewing officer must be the issuing consular officer's 
direct supervisor. The reviewing officer at post must pull the issued 
applications of the cases that have been randomly chosen for review. The 
reviewer must indicate his or her decision in the Activity Log for the case in 
ACS+. The issuances must be reviewed without delay; that is, as soon as 
possible after adjudication and prior to the applicant receiving his or her 
passport book. 

f. For small posts with one or two officers, and for consular managers with no 
supervisor at post with a consular commission, a designated supervisory officer 
in the Department will conduct the review. The reviewer must indicate his or 
her decision in the Activity Log for the case in ACS+. The issuances must be 
reviewed without delay; that is, as soon as possible after adjudication: 
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• Scan a fully annotated and signed copy of the complete passport application, 
as defined in 7 FAM 1340, in the Cit-Passport tab in ACS+ prior to 
transmitting the case to TDIS. 

g. The review should focus on, but not necessarily be limited to, the following 
guidelines: 

• Is the applicant using the correct form? 

• Is the photo of sufficient quality and does it match the proof of identity? 
Does the case pass the 1:1 ACRQ comparison? 

• Does the application note that a fee was collected and if so, was it the 
correct fee for the service? 

• Was the application properly executed? 

• Do the applicant's name, date of birth, place of birth, and sex on the 
application and in the ACS+ record match the supporting documents? 

• Is the proof of citizenship documented on the application and in the ACS+ 
record? 

• Did the applicant submit sufficient proof of identity? Was this evidence 
recorded on the application and in the ACS+ record? 

• If the applicant is a minor, was the two-parent consent rule followed, or an 
appropriate exception documented? 

• If the claim to citizenship is based on a U.S. citizen parent's prior physical 
presence or residence in the United States, does the evidence show that the 
parent met the physical presence or residence requirement? 

• If the applicant's claim to U.S. citizenship is acquisition under the Child 
Citizenship Act (specifically, INA Section 320), do case notes show there is 
proof that the child is residing in or has resided in the United States in the 
legal and physical custody of the U.S. citizen parent pursuant to a lawful 
admission for permanent residence (entered on an immigrant visa or 
adjusted status to LPR) while under the age of 18? 

• Are there fraud indicators? Is there any other problem with the proof of 
citizenship or identity that must be resolved before the passport can be 
issued? 

• Were namecheck results handled properly? For example, E, F and S hits 
cleared through CA/FPP via ECAS. 

• Does the passport require an endorsement? If so, is the correct 
endorsement listed and is it documented on the application and in the ACS+ 
record? 

• Does the ACS+ record show correctly the type of travel document the 
applicant requested, i.e., 28-page book (prior to February 1, 2016), 52-page 
book, card, or book and card? 



7 FAM 1360 Page 25 of 32 

UNCLASSIFIED (U) 



UNCLASSIFIED (U) 

U.S. Department of State Foreign Affairs Manual Volume 7 
Consular Affairs 

• Was a namecheck properly run and were all hits accounted for? 

h. Feedback from domestic reviewers will be channeled to post through post's RCO 
or the ACS country officer if there is no RCO for post. 

i. If a reviewing officer as described in the above paragraph concurs with the 
issuance, he or she must indicate his or her decision in the Activity Log in 
ACS+. In addition, the reviewer must print out, sign and date the CCD report 
indicating which cases were reviewed, and retain the print out in the consular 
files for 12 months. 

7 FAM 1368.2 Non-Concurrence With Issuance by 
Reviewing Officer 

(CT: CON '-525; 08-04-2014) 

a. If a reviewing officer does not concur with the issuance, printing of the passport 
must be suspended (if the book has not already been passed back to the 
applicant), and the reviewing officer must determine the correct course of 
action to take depending on the reason for non-concurrence. The reviewing 
officer, in coordination with the Regional Consular Officer (RCO) or 
CA/OCS/ACS country officer for posts with two or less consular officers, must 
discuss the case fully with the original adjudicating officer before taking any 
action. The reviewing officer must discuss the basis for the original issuance, 
especially elements of fact, with the adjudicating officer in a good faith attempt 
to arrive at a mutually acceptable final adjudication of the application: 

(1) Administrative Deficiencies, Applicant Otherwise Qualified for 
Passport Issuance: Deficiencies, including but not limited to, typos, 
incorrect/missing annotations, copies not marked as "seen and returned," 
and/or supporting documents not scanned into case. The case must be 
corrected by the original adjudicator before the review is marked as 
complete in the Activity Log in ACS+; 

(2) Applicant Does Not Qualify for Passport Issuance: Including, but not 
limited to, incorrect count of physical presence, incorrect section of law 
applied to case, namecheck results not handled appropriately, or two 
parent consent rules not followed. If there is a procedural error or a 
matter of law, the reviewing officer may assume personal responsibility for 
the case and reverse the decision, after discussing it with the original 
adjudicating officer. If the reviewing officer reverses the issuance, the 
applicant must be notified promptly by the consular section at post. If the 
passport has been issued and handed back to the applicant, the reviewing 
officer should submit a revocation request to CA/PPT/L and CA/OCS/L per 7 
FAM 1386; 

(3) Fraud Committed by Applicant: If the reviewing officer discovers an 
intentional material misrepresentation committed by the applicant that the 
original adjudicating officer overlooked, the case must be held back from 

7 FAM 1360 Page 26 of 32 

UNCLASSIFIED (U) 



UNCLASSIFIED (U) 

U.S. Department of State Foreign Affairs Manual Volume 7 
Consular Affairs 

QA and referred to post's FPU program and/or the appropriate CA/FPP 
liaison officer for further investigation, after discussing it with the original 
adjudicating officer. The reviewing officer may assume responsibility of the 
case and reverse the decision if fraud is confirmed, and/or if the applicant 
does not have a valid claim to U.S. citizenship. If the passport has been 
issued and handed back to the applicant, the reviewing officer should 
submit a revocation request to CA/PPT/L and CA/OCS/L per 7 FAM 1386; 
and 

(4) Malfeasance: If the reviewer suspects employee malfeasance, the case 
must be referred to CA/FPP/CID. If the reviewer finds that the applicant 
has a valid claim to passport issuance independent of the suspected 
malfeasance, the passport may be issued. When contacting CID, the 
reviewer should note whether the passport was issued. If the results of 
the investigation determine that the applicant does not have a valid claim 
to the passport, the reviewing officer should submit a revocation request to 
CA/PPT/L and CA/OCS/L per 7 FAM 1386. 

b. In all cases, if a reviewing officer finds a consistent pattern of deficiencies, such 
as typos and incorrect/missing annotations on the Form DS-11 and Form DS- 
82, supervisors should ensure the original adjudicator receives training, and, if 
the matter persists, informal or formal counseling. 

c. If the difference of opinion on a case is based upon a legal or procedural issue 
that cannot be resolved by consulting Departmental guidance (INA, FAM, CMH, 
cable guidance, etc.), the reviewing officer should request guidance from the 
Office of Overseas Citizens Services (CA/OCS/ACS) and CA/OCS/L. 

d. In all cases, the reviewing officer must make a note of the discrepancy in the 
Activity Log in ACS+. 

e. For small posts with one or two officers, and for consular managers with no 
supervisor at post with a consular commission, the designated supervisory 
officer in the Department will channel feedback to post through post's RCO or 
the ACS country officer if there is no RCO for post. 

7 FAM 1369 CONTACT INFORMATION 

(CT: CON '-525; 08-04-2014) 

a. For adjudication of U.S. nationality or general passport issuance procedural 
guidance, contact your assigned CA/OCS/ACS country officer. 

b. For assistance with systems (ACS) or technical issues, (e.g., rejecting a book 
and how to resend the application information), contact the Consular Affairs 
Support Desk at CAservicedesk@state.gov. 

c. For passport issuance verification, return mail verification, missing passport 
shipments, or if post is not receiving email notification of shipments, contact 
post's OPDP partner agency/center at either OPDP-NO@state.gov or OPDP- 
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TPC@state.gov. 

d. To offer suggestions for improvements on the overall overseas passport 
issuance program, contact the CA OPDP liaisons at CA-OPDP-Working- 
Group@state.gov. The CA OPDP Working Group is a standing joint working 
group comprised of senior officers from CA/OCS and CA/PPT. 

e. For supplies: Posts are responsible for monitoring their supply of EPDP 
passports, biodata foils and endorsement foils, and visa pages for non-EPDP 
passports. Post must order them well in advance via email to 
CASUPPLIES@STATE.GOV. Questions concerning how to order consular seals, 
consular supplies, visa foils, EPDP passport books, visa pages, and other items 
ordered through CA/EX/GSD must be sent to CASUPPLIES@STATE.GOV. Post 
must also use that email to inquire about the status of previous orders and to 
report transfer and return of consular supplies. 

f. The mailing address for the CA/OCS/ACS officer is: 

U.S. Department of State 
Overseas Citizens Services 
(CA/OCS/ACS) 
SA-17, 10th Floor 

Washington, D.C. 20522-1710 

g. The mailing address for the CLASP Unit is: 

U.S. Department of State 

Consular Lost And Stolen Passport Unit (CLASP) 

CA/PPT/S/L/LE/CP 

44132 Mercure Circle 

P.O. Box 1227 

Sterling, VA 20166-1227 

Telephone (public): 202-485-6600 

Email: CLASP@state.gov 

Posts abroad should continue to send the above documentation to CA/PPT via 
diplomatic pouch, as appropriate. 

h. The mailing address for the Record Services Division is: 

U.S. Department of State 
Record Services Division 
CA/PPT/S/TO/RS 

44132 Mercure Circle [DHL/FedEx/UPS] 
PO Box 1213 [USPS] 
Sterling, VA 20166-1213 

Posts abroad should continue to send the above documentation to CA/PPT via 
diplomatic pouch, as appropriate. 
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7 FAM Exhibit 1360(A) 
Consular Letter Re Replacement Passport 
Procedures - Domestic U.S. Residents 
(Adults and Minors) 

(CT: CON- 525; 08-04-2014) 

(Date) 

Dear (applicant's name): 

The enclosed passport is valid for (length of time, usually one year, but can be 
less) only. 

Because of your immediate need for a passport, we have issued you this limited- 
validity document. It can be used for travel and identifies you as a U.S. citizen. It 
cannot be extended nor can additional visa pages be added. When your urgent 
travel is completed, you may replace it with a full-validity passport, within one 
year of its issuance, at no charge by following these steps: 

If you reside in the United States or are returning to the United States 
permanently, you may exchange this limited-validity passport for a full-validity 
one by submitting all of the items numbered 1-4 and any of the items checked 
below to the address listed below. Other documentation may be requested by the 
National Passport Center during the exchange process in order for you to receive a 
full-validity passport: 

1. A completed Form DS-5504, "U.S. Passport Re-Application Form." Please 
follow the instructions on the form; 

2. One passport photograph that conforms to the photograph criteria listed in 
the instructions on Form DS-5504; 

3. This limited-validity passport; and 

4. This letter. 

The following documents will also be needed if checked: 

A photocopy of acceptable identity documentation, containing your signature 

and physical description, or photograph that is a good likeness of you, such as a 
valid driver's license, a previously issued full-validity U.S. passport, Certificate of 
Naturalization, government (federal, state, or municipal) employee identification 
card or pass. 

Acceptable evidence of U.S. citizenship, such as a previously issued full- 
validity U.S. passport, certified birth certificate (if born in the United States), 
Certificate of Naturalization, Certificate of Citizenship, or a Consular Report of Birth 
Abroad. 
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Note that these must be original documents, not photocopies. If you have 
a question about what is acceptable evidence of U.S. citizenship, you may 
visit the Department of State's Web site at travel.state.gov or contact the 
National Passport Information Center at 1-877-4USA-PPT (1-877-487- 
2778); TDD/TTY 1-888-874-7793. 

Please mail the application form and requested documents to the address listed on 
the Form DS-5504. 

If you wish to expedite the replacement passport, please see the expedite fee 
requirements listed in the instructions on the Form DS-5504. Otherwise, there is 
no further charge for this service as long as you apply for the replacement 
passport before the limited-validity passport issued to you expires. 

We strongly urge that you replace this passport as soon as possible in order to 
take advantage of the no-charge replacement program and to ensure that you 
have a full-validity passport in your possession. 

Sincerely, 

(Name) 

U.S. (Vice) Consul 
(Post name) 

Please keep this letter and return it with your new application. 

7 FAM Exhibit 1360(B) 
Consular Letter Regarding Replacement Passport 
Procedures - For Overseas Residents 
(Adults and Minors) 

(CT: CON- 525; 08-04-2014) 

(Date) 

Dear (applicant's name): 

The enclosed passport is valid for (length of time, usually one year, but can be 
less) only. 

Because of your immediate need for a passport, we have issued you this limited- 
validity document. It can be used for travel and identifies you as a U.S. citizen. It 
cannot be extended nor can additional visa pages be added. When your urgent 
travel is completed, you may replace it with a full-validity passport, within one 
year of its issuance, at no charge by following these steps: 
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If you reside outside the United States and are returning to that residence after 
your trip, please contact the nearest U.S. Embassy or Consulate in the country 
where you reside for instructions on how to apply for your replacement 
passport. The consular section will inform you whether you may apply by mail or 
whether you must apply in person. You will need to submit all of the items 
numbered 1-4 below and any of the items checked below. Other documentation 
may be requested during the exchange process in order for you to receive a full- 
validity passport. 

1. A completed Form DS-5504, "U.S. Passport Re-Application Form." Please 
follow the instructions on the form; 

2. One passport photograph that conforms to the photograph criteria listed in 
the instructions on Form DS-5504; 

3. This limited-validity passport; and 

4. This letter. 

The following documents will also be needed if checked: 

A photocopy of acceptable identity documentation, containing your signature 

and physical description, or photograph that is a good likeness of you, such as a 
valid driver's license, a previously issued full-validity U.S. passport, Certificate of 
Naturalization, government (federal, state, or municipal) employee identification 
card or pass. 

Acceptable evidence of U.S. citizenship, such as a previously issued full- 
validity U.S. passport, certified birth certificate (if born in the United States), 
Certificate of Naturalization, Certificate of Citizenship, or a Consular Report of Birth 
Abroad. 

Note that these must be original documents, not photocopies. If you have 
a question about what is acceptable evidence of U.S. citizenship, you may 
visit the Department of State's Web site at travel.state.gov or contact the 
National Passport Information Center at 1-877-4USA-PPT (1-877-487- 
2778); TDD/TTY 1-888-874-7793. 

Please note that if you wait until after longer than one year from the issuance date 
of your limited-validity passport to apply for a replacement passport, you will need 
to pay all passport fees in effect at that time for the new passport. We strongly 
urge that you replace this passport as soon as possible in order to take advantage 
of the no-charge replacement program and to ensure that you have a full-validity 
passport in your possession. 

Sincerely, 

(Name) 

U.S. (Vice) Consul 
(Post name) 
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Please keep this letter and return it with your new application. 

7 FAM Exhibit 1360(C) 
Model Letter to Applicants Regarding Suspension 
of Applications for Insufficient Evidence 

(CT:CON-525; 08-04-2014) 

(Date) 

Dear (applicant's name): 

Thank you for your recent passport application [and/or Consular Report of Birth 
Abroad of a Citizen of the United States of America] [or, for your [fill in 
relationship], [insert name of child], who was born on [insert date of birth] at 
[insert place of birth]. 

In order to continue processing your request it will be necessary for you to submit 
additional evidence to establish your [child's] claim to U.S. citizenship. 

Specifically [insert details regarding missing or insufficient evidence] 

Please submit the above requested evidence within 90 days from the date of this 
letter. You may request additional time, generally up to 90 days, to submit the 
evidence if you do so within the first 90 day period. If you are unable to submit 
additional evidence, your application(s) will be denied. The passport and Report of 
Birth fees are non-refundable. 

Sincerely, 



(Name) 

U.S. (Vice) Consul 
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